Steps to Setup Viewing the ITS Staff Schedule in Outlook
January 13, 2006

Initial Outlook Setup to create ITS Schedule:

1. Bring up Outlook 2003 in Connect mode. (You won’t be able to view ITS Staff
Schedule when using “Work Offline” mode when first starting Outlook.)
2. Click on Calendar folder under Mailbox - User name
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3. Click on Actions and select View Group Schedule or Click on the view schedule
button on the toolbar.



Group Schedules

4. In the Group Schedules window, Click on New
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5. Enter “ITS Staff” for the new Group Schedule, then click OK
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Click here to add a name
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6. Click on the Add Others button and select Add from Address Book

erg, Laurie M B
Aasness, Melody - Fergus Falls, MM 218-739-46594 Fergu:
Abrahamson, Tony - Mankato, MM S07-345-4651 Elue E
Adams, John - Goodhue, MY 651-923-5300 Goodk
Ailes, Laura - Worthington, MN S07-376-6194 Warth
Aldeen, David - Wadena, MM 218-631-3195 Wadel
Alden, Williarm - Park Rapids, MM 218-732-9723 Hubbz
Aldrich, Eloise - Albert Lea, MM S07-373-5607 Albert

Alexander, Mancy - Moorhead, MM 218-233-7773 Moaorh
Alger, Linda - Yirginia, MM 218-741-3937 Wirgini.
Allen, Colleen - Buffalo, 1R 612-682-1952 Wrighl
Ambers, Casey - North Branch, MM 651-674-7195 Marth
Ambuehl, Mikie - Ada, MN Ada
Anderson, Anna - Waite Park, MM 320-251-2092 Waite
Anderson, Chuck - Aitkin, My 2158-227-4300

In the “Show Names from the :” field, change to Minnesota.

In the “Type Name” field, begin typing the last name of the ITS person whose
calendar that you want to add to the ITS Staff group. Click on the name, then click
the To button. Repeat this step until all ITS Staff names show in the To list. Click
OK when finished adding names.
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EBav, Patricia - St. James, MN
Dougherty, Rich - Sk, Paul, MM
Couville, Janice - MWaconia, MM

ICredil Leawve

Fyffe, Barbara - Detroit Lakes, |
Howard, Pamela - Sk, Paul, MM
Kilmer, Rick - St. Paul, M

Ada - Imventary

Lindauist, Dan - Thief River Falls

Mecormack, Cathy - Sk, Paul, 1

Quinnell, Loti - Rochester, MM
Radermacher, Tom - St Paul, M

Sandberq, Brian - Bemidii, MN
Westrom, Robby - Sk, Paul, MM

wilde, Jody - Fergus Falls, MM
wondra, Rosemary - Mankato, |
Moore, Lot - Cambridge, MM
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9. Click Save and Close to exit group schedule.




To View ITS Group Schedule:

1. Bring up Outlook in Connect Mode. (You will not be able to view ITS staff Schedule
when using “Work Offline” mode when first starting Outlook.)
2. Click on the Calendar folder under Outlook Today

3. On the Top Menu bar, click on view schedule button ﬁ

Group Schedules

4. Click on the ITS Staff Group Name that you created and click on Open
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Douville, Janice - Wacoria, MY Poreditteave |
Fuffe, Barbara - Detrait Lakes , ||| Jl] Ada - Tnventory
Hovward, Pamela - S, Paul, MN
Killmmer , Rick - Sk, Paul, MM
Lindquist, Dan - Thief River Fall
Mecormack, Cathy - Sk, Paul, M
Quinnell, Lori - Rochester, MM
Radermacher, Tom - St, Paul, M)
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wilde, Jody - Ferqus Falls, MM
Wondra, Rosemary - Markato, |
Moore, Lot - Cambridae, MM
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5. It may take a minute for all of the ITS Staff Schedule to appear on your screen. You
will only see the current month plus one future month. You can view details y
moving your cursor to the item.



